UNITED STATES ENVIRONMENTAL PROTECTION AGENCY
OFFICE OF ENFORCEMENT

EPA-330/9-89-003-R

MULTI-MEDIA INVESTIGATION MANUAL

Revised March 1992

NATIONAL ENFORCEMENT INVESTIGATIONS CENTER
Denver, Colorado

Prepared in cooperation with Environmental Services Divisons
Regions | through X



Mention of commercid names is for example purposes and does not constitute endorsement by EPA.
Additionally, this manual supplements, not supersedes, Standard Operating Procedures, Policy and
Procedures Manuals, and any other EPA guidance.



CONTENTS

INTRODUCTION . . .ot e e e e e e e e e 1
Purposeand Scopeof thisManual . ........ ... ... . . 5
PROJECT REQUEST/IDENTIFICATION . ... e 8
PROJECT TEAM FORMATION . .. e 9
REQUIRED SKILLSAND QUALIFICATIONS . ... ... e 9
INVESTIGATOR RESPONSIBILITY ... e 11
BACKGROUND INFORMATION REVIEW . . ... e 12
FEDERAL/STATE/LOCAL FILEREVIEW .. ... .. .. . . 12
RECONNAISSANCE . . ..o e s 13

EPA DATABASE REVIEWS . . . .. s 13
PROJECT PLAN DEVELOPMENT . .. .. e 15
PROJECT PLAN o e e 15
NOTIFICATIONS/SCHEDULING .. ... e 17

FIELD INSPECTION . ..o e e e e e 19
DEVELOPING AN INSPECTION STRATEGY . ... ... 19
CONDUCTING THEON-SITEINSPECTION . ... .o 23
1 23

Opening ConferenCe . ... ...t 25

General Facility Tour . ... . 28

Questioning Facility Personnel . ... ... . 29

DOCUMENt REVIEWS . . . o o e 31

SaMPliNg . o 32

Closing ConferenCe . . ... oo 33

MEDIA SPECIFIC INVESTIGATION PROCEDURES . .. ... ... . i 35
RESOURCE CONSERVATION AND RECOVERY ACT (RCRA) .............. 35

BasiC Program . ... .. 35

GENENEIONS . . .ot 37

TraNSPOMErS .« . o oo 39

Treatment, Storage, and Disposal Facilities . . ........... ... ... ....... 40

Land Disposal Restrictions . ... 46

Subtitle | - Underground Storage Tanks (USTS) ... ... ... 48



SubtitleJ- Medical WasteS . . . . ..o 50

Pollution Prevention . ... 53
CLEAN WATER ACT (CWA) . .o e 55
BasiC Program . ... .. 55
Evaluating Compliance . .. ... 56
CLEAN AIR ACT (CAA) .o e 59
BasiC Program . ... .. 59
Evaluating Compliance . .. ... .. 61
SAFE DRINKING WATER ACT (SDWA) ..o 63
BasiC Program . ... .. 63
Evaluating Compliance . .. ... i 64
TOXIC SUBSTANCESCONTROL ACT (TSCA) .+« oo 65
BasiC Program . ... .. 66
Evaluating Compliance . .. ... ... 67

FEDERAL INSECTICIDE, FUNGICIDE, AND RODENTICIDE ACT (FIFRA) ... 74

BasiC Program . ... .. 74
Evaluating Compliance . .. ... .. 74
EMERGENCY PLANNING AND COMMUNITY
RIGHT-TO-KNOW ACT (EPCRA) ... e 76
BasiC Program . ... .. 76
Evaluating Compliance . .. ... ... 77
COMPREHENSIVE EMERGENCY RESPONSE, COMPENSATION, AND LIABILITY
ACT (CERCLA) i 79
LABORATORY AND DATA QUALITY AUDITS ... .. 80
FIELD CITATIONSAND DOCUMENTATION . ... ..o 83
Feld Citations .. ... .ot 84
Other Facility Material . ......... ... .. . i 84
Project Logbook . . ... ... 84
Chain-of-Custody . . ... .o 85
Photographs . ... ... 85
INVESTIGATION REPORT ... e e 85



OCCUPATIONAL SAFETY AND HEALTH ADMINISTRATION . ............. 87

REFERENCES . . . ... e e 88

APPENDICES

OZZIrX«e—~ITeOmMmmoO®>

QT

Summary of Pollution Control Legidation

Multi-Media Inspections - Definitions and Training

Team Leader REsponsibilities and Authorities

Types of Information

Sources of Information

Project Plan and Safety Plan Examples

Multi-Media Investigation Equipment Checklist

Suggested Records/Document Request

Multi-Media Checklists

Investigation Authority/Summary of Environmental Acts

Evidentiary Procedures for Photographs/Microfilm

Key Principles and Techniques for Interviewing

Sampling Guiddlines

Land Disposa Restrictions Program

Sources Subpart (40 CFR Part 60) Effective Date of
Standard Air Pollutants Subject to NSPS

TSCA Forms

TSCA Sections 5 and 8 Glossary of Terms and Acronyms



INTRODUCTION

INTRODUCTION

This manual is intended as a guide for investigators who conduct multi-meda
environmental compliance investigations of facilities that discharge, emit, prepare, manage,
store, or dispose of pollutants controlled by Federal, State, or local environmental laws and
regulations. Investigative methods are presented hat integrate the enforcement programs for
air, water, solid waste, pesticides, and toxic substances. This manual describes genera
activities and functions of multi-media investigations, and provides information on specia
features of specific mediaand associated $atutes. This manual is intended to supplement the
various media-specific investigation guides listed in the reference section.

Multi-media complianceinvestigations are intended to determine a facility's status of
compliance with applicable laws, regulations, and permits.

The environmental laws which EPA administers and enforces are summarized n
Appendix A. Emphasisis given to identifying violations of regulations, permits, approvals,
orders and consent decrees, and the underlying causes of such violations. Investigatos
should thoroughly identify and document violations and problems that have an existing ©
potential effect on human health and the environment.

All inspections can be grouped into four categories of increasing complexity, moving
from Category A (a program-specific compliance inspection) to Category D, (a compl&
multi-mediainvestigation) depending uponthe complexity of the facility and the objectives
of the investigation. Factors in categorizing the investigation include the complexity @
pollution sources, facility size, process operations, pollution controls, and the personnel and
time resources which are required to conduct the compliance investigation. The fou
categories of investigations are described below [Appendix BJ:

Category A: Program-specific compliance inspections, conducted by one or moe
inspectors. The objective is to determine facility compliance status fo
program-specific regulations.

Category B:  Program-specific compliance inspections (e.g., compliance with hazardos
waste regulations), which are conductedby one or more inspectors; however,
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Category C:

Category D:

the inspector(s) screen for and report on obvious, key indicators of possible
noncompliance in other environmental program areas.

Category B multi-media inspections have limited, focused objectives and are
most appropriate for smaller, less complex facilities that are subject to only a
few environmental laws. The objective is to determine compliance fo

program specific regulations and to refer infomation to other programs based
0N screening inspections.

Severa concurrent and coordinated program-specific complian@
investigations conducted by ateam of investigators representing two or more
program offices. The team, which is headed by a team |leader, conductsa
detailed compliance evaluation for each of the target programs.

Category C multi-media investigations have more compliance issues o
address than the Category B inspection and are more appropriate fa
intermediate to large facilities that are subject to a variety of environmentd
laws. The objectiveisto determine mmpliance for several targeted program-
specific areas. Reports on obvious, key indicators of possible noncompliance
in other environmental program areas are also made.

These comprehensive facility evaluations address not only compliance n
targeted program specific regulations, but also try to identify environmental
problems that might otherwise be overlooked. The initia focus is normally
on facility processes to identify activities (e.g., new chemical manufacturing)
and byproductswaste streams potentially subject to regulation. The
byproducts/waste streams are traced to final disposition (on-site or off-sie
treatment, storage, and/or disposal). When regulated activities or wase
streams are identified, a compliance evaluation is made with respect b
applicable requirements.

The investigation team, headed by a team leader, is comprised of staf
thoroughly trained in different program areas. For example, alarge industrial




INTRODUCTION

facility with multiple process operations may be regulated under numerows
environmental statutes, such as the Clean Water Act (CWA), Clean Air Act
(CAA), Resource Conservation and Recovery Act (RCRA) Toxic Substances
Control Act (TSCA), Comprehensve Environmental Response
Compensation and Liability Act (CERCLA), and the Federal Insecticide and
Rodenticide Act (FIFRA). The on-site investigation is conducted during one
or more time periods, during which intense concurrent program-specifc
compliance evaluations are conducted, often by the same cross-trainel
personnel.

Category D multi-media investigations are thorough and, consequently
resource intensive. They are appropriate for intermediate to large, complex
facilities that are subject to a variety of environmental laws. Compliane
determinations are made for severa targeed program-specific areas. Reports
on possible noncompliance are made for other program areas.

Generadly, al investigations will use essentially the same protocols, including pre
inspection planning, use of a project plan, sampling, inspection procedures, and final report.
The maor difference will be in the number of different regulations Categories C andD
investigations address.

The multi-media approach to investigations (which is described in Categories C and
D) has several advantages over a program-specific inspection, including:

° A more comprehensive and reliable assessment of a facility's compliance with
fewer missed violations

° Improved enforcement support and better potential for enforcement

° A higher probability to uncover/prevert problems before they occur or before
they manifest an environmental or public health risk
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° Ability to respond more effectively to non-program specific complaints
issues, or needs and develop a better understanding of cross-media problems
and issues, such as waste minimization

The success of a multi-media investigation program is contingent upon a goal
manageria system and the support of upper management. Since these investigations wil
often be conducted at larger facilities, adequate resources (time and personnel) must e
provided. Good communications during the planning phase are essential to define the scope
of work and each team member's role in the inspection. Communications could also include
date officids Since state inspectors might also participate as team members. Often, because
of the extent of the state's knowledge of the facility and its problems, state involvement s
critical to the success of the investigation. Similarly, coordination with other Federal or local
agencies needs to be addressed, as necessary.

Branch Chiefs and Section Chiefs are important in implementing the multi-meda
ingpection program and identifying areas of responsibility and accountability. Some of their

duties include:
° Identify team leaders
° Form investigation teams
° Provide access to training and other means necessary to develop multi-media

investigation expertise
° Participate in targeting investigations

° Ensure that team activities both internal and external to their Divisions ae
coordinated
° Market multi-media investigations to programs

° Overseethe preparation of a site-specific project plan and safety plan prior to
the investigation

° Provide managerial support while teams are in the field

° Ensure quality of final reports

Therolesand areas of responsibility and accountability of other managers, technical
staff, and team leaders must be defined. Participants need to identify and agree on wha
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evidence is needed and the scope of work to be conducted. Next, a project plan and safety
plan that outlines the desired objectives and safety considerations must next be prepared by
the team leader. Other responsibilities for the technical staff, which often mirror @
complement those of managers, are as follows:

Contact state counterparts

Assist in investigation preparation, including logistical considerations
Coordinate activities internal and external to their Division

Provide legal support for obtaining warrants when necessary

Provide training for investigators

Prepare reports

Distribute reports and followup for multi-media enforcement

Purpose and Scope of this Manual

Multi-mediainvestigations are carried out in response to specificrequests from the
EPA program offices, legal staff, or stake environmental offices. All investigations will result
in awritten report that documents non-compliance or oher areas of concern identified during
the investigation. Report guidelines for documenting a multi-media investigation ae
discussed later in this document.

This manua provides guidelines for conducting Categories C and D multi-meda
investigations, as well as, suggests principles and procedures which will also apply
Categories A and B or single mediainvestigations. Moreover, this manual identifies multi-
media objectives and also focuses on specific environmental laws and associated statutes.

The manual's organization follows thesteps involved in a multi-media investigation
beginning with the project request and leading ultimately to enforcement case support.

Multi-media investigations are conducted as aseries of tasks or phases, which usually
include:

° Project request/identification of objectives
° Project team formation
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Background information review
Project Plan preparation
On-gite field inspection

Report preparation

Enforcement case support

These phases are depicted in Figure 1 and discussed in detail in the following sections. Each
phase is not necessarily a discrete step to be completed, in order, before initiating the nex
phase. The background information review, for example, usually continues throudn
enforcement case support.

Where established policies and procedures do not exist, common sense, professional
judgment, and experience should be applied. Investigators need to collect valid, factuh
information and supporting data to document violations adequately. The documentation must
be admissible as evidence in any subsequent enforcement action.

Figure 1 - Project Phases (Missing)

Each invegtigation should be conducted as though it will be contested in court. The
investigation and all supporting evidence and documentation may be contested by highl/
skilled defense counsel as unprofessional, inaccurate, misinterpreted, etc. Because tle
Agency's case will depend heavily on the investigative findings, the investigation must le
complete and accurate.

Since amulti-media investigation by its very nature probes into a facility's processes
under multiple environmental regulations, it providesa highly effective way of looking at a
non-complying facility. Overall objectives of a multi-media investigation include:

° Determine compliance status with applicable laws, regulations, permits, and
consent decrees
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Determineability of afacility to achieve compliance across al environmental
areas

Identify need for remedial measures and enforcement action(s) to correct the
causes of violations

Evaluate a facility's waste producing, treatment, management, and pollution
control practices and equipment

Evauate facility self-monitoring capability

Evaluate facility recordkeeping practices

Evaluate facility waste minimization/pollution prevention programs

Obtain appropriate samples
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PROJECT REQUEST/IDENTIFICATION

The success of a multi-media investigation depends on thorough, up-front planning.
Coordination with all interested and knowledgeable parties [i.e., Region, State, Nation&
Enforcement Investigations Center (NEIC), investigation team members, supervisory staff]
is essentia to ensure an efficient and thorough investigation. Each program office should be
contacted to assure that al interested parties are aware of the planned multi-meda
investigation. Furthermore, depending upon State/EPA agreements, the State should (may)
be notified of the pending investigation. All concerned parties should be involved as soon as
possible to facilitate coordination. Coordination with other Federal agencies, such 3
Occupationa Safety and Health Administration (OSHA) or Corps of Engineers, may &
needed in joint Federal investigations.

There must be agreement on the part of program and support offices and Regiona
Counsel, and perhaps the State as well, on the overall scope of work for a particula
investigation. The scope must be clearly communicated to managers andthe investigators and
stated in the project plan. Clearly defined objectives are critical to the success of ary
investigation; the objectives should be well defined at the time of the initia request. At the
time the project plan is developed, the objectives will be further refined (see section titld
Project Plan Formation). Communication among the involved parties should be the initi&
step of pre-investigation planning but should also continue throughout the investigation
because of unanticipated events often associated with field work.
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PROJECT TEAM FORMATION
REQUIRED SKILLS AND QUALIFICATIONS

Each multi-mediainvestigation team should be composel of qualified field inspectors.
Each team memba should bring special program expertise and experience and must be well
trained in most facets of conducting a field investigation, including sampling.

Most of the investigators on the team, including the team leader, should be curren
field investigators who aready possess most of the necessary skills and qualifications
However, flexibility in team selection must exist in order to use skillsin the organization and
ensure that the expertise is represented for a given situation. There may be circumstancs
where a permit writer, hydrogeologist, toxicologist, or some other special discipline will be
needed on the team.

The team leader has overall responsibility for the successful completion of the multi-
mediainvestigation. (Teamleader responsibilities and authorities are presented in Appendix
C.) In addition, other investigators may be designated as leads for each of the specifc
media/programs that will be addressed. These individuals may work alone or have one @
more inspectors/samplers as assistants, depending on workloads and training objectives
However, all investigation team members should report directy to, and be accountable to, the
team leader.

Some of the more important skills and qualifications that are necessary for tean
members, are as follows:

° Knowledge of the Agency's policies and procedures regardirg
ingpection authority, entry procedures/problems, enforcement actions,
legal issues, and safety

° Thorough familiarity with sampling equipment, qudity assurance (QA)
requirements for sample collection, identification and preservation
and chain-of-custody procedures

° Knowledge of manufacturing/waste producing processes, pollutian
control technology, principles of waste management, flav
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measurement theory and procedures, and waste monitorirg

techniques/equipment

° Investigatory skills including ability to gather evidence through good
interviewing techniques and astute observations

° Up-to-date experience in conducting compliance inspections

° Communication skills

° Basic understanding of the procedures for obtaining administrative

warrants, including preparation of affidavits, technical content of the
warrant application, and warrant and proedures for serving a warrant

° For each of the areas addressed in the multi-media investigations
there should be at least one team member trained in that area
Furthermore, at least one team member should have considerabke
knowledge of laboratory (analytical) methods and quality assuran@
(QA) requirements, if alaboratory evaluation isto be conducted.

EPA Order 3500.1 sets forth specific traning requirements for any EPA investigator
who isleading asingle mediainvestigation. These training regyirements include both general
inspection procedures and media specific procedures. While an individual leading a multi-
media investigation may not have had the media-specific training for each media covere
during that multi-mediainvestigation, the team leader $iould have the media specific training
for at least two of the media In addition, the team leader should have experience and skills
in the following areas.

Leadership
Project management
Lead for inspections in more than one program/media

Multi-mediainvestigations

10
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INVESTIGATOR RESPONSIBILITY

Investigators must conduct themselves in a professional manner and maintan
credibility. A cooperative spirit should be cultivated with facility representatives, wha
possble. All investigators should maintain a sengtivityto multi-mediaissues and implications
and fredy discuss, with other members of the team, observations/findings relating to one or
more programs (or cross-programlines). Moreover, investigators must remember to adhere
to the project plan,' as well as both the Agency's and the facility's safety plans @
requirements.

Investigators should restrict their on-site activites to the normal working hours of the
facility, as much as possible. Investigators will need to keep abreast of specific progran
regulations and should aso coordinate, as necessary, with other EFA and State inspectors and
laboratory steff (if samples will be collected). The investigation team should implemer
appropriate field nate taking methods and proper document control procedures, particularly
when the company asserts a "confidential” claim. Investigators must assume that important
documents (e.g., project plan, safety plan, and logbooks) are not left unattended at tle
facility. Sensitive discussions do not take place in front of facility personnel or on company
telephones.

Field conditions may dictate plan modifications. Reasons for modifications should b e
thoroughly documented.

11
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BACKGROUND INFORMATION REVIEW
FEDERAL/STATE/LOCAL FILE REVIEW

The investigation teammust collect and analyze available background information in
order to better plan and perform the multi-media investigation. The objective of the review
isto allow EPA staff to (1) become familiar with the facility, (2) clarify technical and legal
issues prior to the inspection, (3) use resources wisely, and (4) provide information to alow
each inspector to develop alist of questions to be answeredand documents to be obtained
during the on-gite inspection. For example, the investigators should understand the facility's
process(es) to the extent possible and know where past problems have occurred, based m
file/data reviews. Much of the total time spent on an investigation should be spent m
planning and preparing for the investigation. Thiswill prevent classc oversights such as being
on the road and not knowing where the facility i, or walking past the operation that received
a Notice of Violation in five previous inspections. Investigators should check with tke
program staff (Federal/State/locdl, etc.) to gain as muchknowledge as possible about the site.
Federal/State/local file reviewers should pay particular attention to the following:

Permits and permit applications
Process and wastewater flow charts
Prior inspection reports

Enforcement documents including Administrative Orders, Complaints
Consent Decrees/Agreements, Notices of Noncompliance(NONs), Deficiency
Notices, Compliance Schedules, Cease and Desist Orders, Closeou
Documents, Notices of Violations, etc.

Facility responses to al of the above

Facility records, reports, and self-monitoring data

QA documentation

Exemptions and waivers

Maps showing facility layout and waste management/ discharge sites
Records of citizen complaints

Consultant's reports

Potential cross-program issues

Annual reports

Hazardous waste manifests

Spill reports

12
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A more detailed list of types of information which may be acquired and reviewed is
presented in Appendix D.

RECONNAISSANCE

A reconnaissance inspection of the facility may be conducted in conjunction wih
gathering background information from State and local files. Administrative details aml
logistics are usually discussed during a reconnaissance that will help the on-site inspectio
proceed more efficienly. A reconnaissance inspection is particularly important if a complex
facility is being investigated or if the facility has never been inspected by the team leaders
At least the team leader should participate in the reconnaissance. NoO reconnaissance §
conducted if the investigation will be unannounced, or if the team has extensive knowledge
of the facility (see Project Plan Formation Section).

EPA DATABASE REVIEWS

Additional facility background material should be obtained from EPA databases
(Acronyms are defined in Appendix E.) At a minimum, the inspectors should use tle
following:

° TRIS (provides facility data on pastreleases of toxic/hazardous substances to
the environment, as required by Section 311 of SARA)

° DUNS Market Identifiers:. Commercial systems that tracks theowners and
financid information for publicly- and privately-owned companiesin the U.S.

° PCS (provides CWA/NPDES permit related information, DMR data
receiving stream data, some enforcement related material, and inspection
history for "major" wastewater discharges)

° RCRISSHWDMS (provides RCRA-related information on afacility such &
location, hazardous waste handled, inspection history, nature of pas
violations, and results of enforcement actions)

13
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° FTTS (provides TSCA-related information on a facility such as inspection
history, and case development information, including violations, ad
types/results of enforcement actions)

° FINDS (EPA database that identifies regulations applicable to the targe
facility, including some related to compliance/ enforcement issues)

° CERCLIS (Superfund's national database system provides information m
CERCLA sites)

° AFSAIRS (the Air Compliance Rrogram's national database system provides
air compliance information for major sources)

A more extensive list of sources of information, including both computer databases
and other sources, is presented in Appendix E. Following file/data reviews, the investigation
team may prepare a fact sheet for the facility along with alist of questions that need to k2
answered either before or during the on-site actual investigation.

14
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PROJECT PLAN DEVELOPMENT
PROJECT PLAN

A site-specific project plan should be developedfor all multi-mediainspections. Each
project plan should reflect the requirements/scope of work associated with each individu&
facility. The plan describes the project objectives and tasks required to fulfill these objectives.
In addition to methods, procedures, resources required, and schedules, a safety plan &
included as an appendix and identifies potential site safety issues, procedures, and safey
equipment [Appendix E].

Generdly, a draft project plan is prepared to give al involved parties/regiond
management an opportunity toreview the planned project activities and schedule. The team
leader, with the assistance of other investigators, is responsible for preparing the site-specific
project plan. After agreement onthe draft is reached, the plan should be finalized as soon as
possible. It must be avalable before the on-site inspection starts. A comprehensive project
plan providesa means for informing al involved parties of the proposed activities and helps
ensure an effective multi-mediainvestigation; team members must be familiar with the project
plan.

The following generally form the outline for the project plan:

Objectives - Thisis probably the most important part of the project plan and should
be well defined, complete, and clea. The objectives should also have been discussed
and agreed upon by all appropriate management personnel. The objectives defire
what the investigation is to accomplish (e.g., to asess environmental compliance with
the regulations that apply to the source--water, air,et al.).

Background - Discusses, in genera, facility processes and, based on availabke
information, identifies laws, regulations, permits, and consentdecrees applicable to
the facility.

Tasks - The plan defines tasks for accomplishing the objectives and spells ou
procedures for obtaining the necessary information andevaluating facility compliance.
The tasks usually involve an evaluation of process operations, pollution
control/treatment and disposal practices, operation and maintenance practices, self-

15
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monitoring, recordkeeping and reporting practices, and pollution abatement/control
needs. Tasks will probably be sequenced, based on: facility factors, investigatian
objectives, logistical factors, constraints imposed by thecompany, and complexity and
overlap of regulatory programs (see section on Field Inspections).

M ethods/Procedures - The plan provides or references policies and procedures fa

document cortrol, chain-of-custody, quality assurance, and handling and processing
of confidentia information. Specific instructions for the particular investigation may
be provided.

Safety - A safety plan attached to the project plan identifies safety equipment anl
procedures which the investigation team must follow [Appendix F]. The safey
procedures and equipment are typically the more stringent of EPA or compary
procedures. EPA procedures are documented in EPA Transmittal 1440 -
Occupationa Health and Safety Manua dated March 18, 1986. Additiona safey
issues for extensive or prolonged investigations, if necessary should also be addressed
in the plan.

Resources - The plan describes specia personnel needs and equipment requirements.
As noted earlier, experienced and knowledgeable personnel shall compose tle
investigation team. An example of an equipment list is presented in Appendix G.

Schedules- The plan usually provides genera schedules for investigation activities.
Thisinformation isimportant to the team members aswél as Headquarters, Regional,
and/or State officials who requested the project. The dates for (a) starting ad
finishing the field activities, (b) analytical work, and (c) draft and final reports should
be established and agreed upon by the participants.

The project plan will serve as the basis for explaining inspection activities aml
scheduling to facility personnel during the opening conference. The company may &
provided general details but should not be provided with a copy of the project plan; it isan
internal document and usually considered an enforcement confidential document. (T
company may get a copy of the plan by court order) Because conditions in the field may not
be as anticipated, the project plan is aways subject to modification and so marked. Alry
deviations from the plan should be well thought out, approved by the team leader, and f

16
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appropriate, discussed with senior management or the laboratory (if monitoring/samplimg
requirements change) and well documented.

NOTIFICATIONSSCHEDULING

Notification of the inspection, normally by telephone, should be given to the facility
unless the inspection is to be unannounced. There are advantages to both announced aml
unannounced inspections. Some of the advantages to amounced inspections include assuring
that the right people are available, the processes of interest are operating, and the necessary
documents are available. A mgjor consideration of announced inspetions is that the company
may be able to alter operations to conceal violations. Following the telephone notification,
it may be necessary to prepare a more formal notification letter or notification form that $
served when entering the facility.

If aletter is prepared, it should cite he appropriate inspection authorities, the general
areas to be covered, and special informational needsrequests. By citing broad ERA
authorities, the investigation will not be restricted if investigators need to pursue additional
areas based on field observations. The notification should specify records to be reviewed
collected/copied, address safety/security issues, and include any quetions that need answering
to help fecilitate the investigation. These issues and questions can aso be addressed during
areconnaissance ingpedion, if desired, or through telephone conversations with appropriate
facility personnel.

Typical information requested in a notification letter may include the following:

° Raw materias, imports, intermediates, products, byproducts
production levels

° Facility maps identifying process areas, discharge and emission points,
waste management and disposal sites

° Flow diagrams or descriptions of processes and waste control
treatment and disposal systems, showing